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Using Cataloger’s Desktop

This document is a handout developed by Libraries@Cambridge to train librarians from
Cambridge University libraries.

It was developed with advice from Bruce Johnson at the Library of Congress and in the
light of feedback from Cataloger’s Desktop userlist members and Cambridge Librarians.

Contents (with hyperlinks)

1. About this course
2. What is 'Cataloger’s Desktop?'
3. When would you use 'Cataloger's Desktop?"
4. Logging on

5. Popup blockers
6. The 'Start' page

7. The View bar

8. The Toolbar

9. The hyperlinks on the 'Start' page

10. Opening a view from the View bar

11. The 'Browse' view

12. Selecting a resource in ‘Browse’

13. The ‘Synch TOC’ hyperlink

14. Categories

15. Preferences

16. The 'Document’ view

17. The 'Search' view

18. Results of a search: the 'Doc/Results' view
19. Results of a search: the Results view

20. lcons

21. Printing

22. Bookmarks and notes

23. The 'What's new' page

24. Miscellaneous notes about some resources
25. Benefits of using a web-based resource

26. Where to find more help



1. About this course

This course is designed to be a quick overview of Cataloger’s Desktop. It shows how the
program works, not what the contents are.

The version of Cataloger’s Desktop on which this training is based was released in
May 2006.

Cataloger’s Desktop is an American resource, developed by the Library of Congress. |t
uses American English, but this training was developed for British cataloguers, and uses
British spelling.

2. What is Catalogers’ Desktop?

*Provides online access LC’s most heavily used cataloguing publications:
*Anglo-American Cataloguing Rules (AACR2)

sLibrary of Congress Rule Interpretations

L C Subject Cataloging Manuals and schedules

L atest editions of all MARC standards

3. When would you use it?

*To understand why a copied record was done that way and to check if it is
correct

*In cataloguing original material e.g. Theses, published slides, videos, foreign
etc.

4. Logging on

To log on to Cataloger’s Desktop on the Web, open a browser session and go to
http://desktop.loc.gov/ (there are details in the FAQs about creating a desktop icon to
Cataloger’s Desktop). Click ‘Log On’ to start a session.

b | Cataloger's Desktop - Microsoft Internet Explorer El@lgl
Fle Edit Miew Faworites Tools  Help :,'

eBack A Q - lﬂ |EL| .l\J /..-\‘Search ::1:/ Favorites {‘3 <~ =1 @ hi _I i‘i

Address |§1 http: jfdesktap.loc.gav) v| Go | Links

Google - | v| (Gl search ~ | g [ popups phay | M check - 5K autolink [ options &
g

Allowing popups for deskkop.loc.gow

Click. this button to block popups on Ehis site

CATALOGER’S
DESKTOP

Access to the most widely used cataloging
documentation resources in an integrated, online system.

Available fram the Cataloging Distribution Service
Library of Congress

{ » Log On J

(" How to Subscribe ) ( Quick Start Tutorial )

How to LEg_aI Chitdetd CDS Home
Renew Motices I Page




If this message appears, you will
need to click here to open the
site.

5. Pop up blockers

It is helpful to allow pop-ups on
the site http://desktop.loc.gov.

0 Legal Motices ﬂ Contacts @ ¥ Home Page ‘ﬂ_ LZ Hame Page

Welcome to Cataloger's Deskb:li
If you have a popup blocker installed, please click to open the site

By using this site, you agree to its terms and conditions of uze,

6. The ‘Start’ page

2 http:/fdeskiop.loc.gov - Cataloger's Desktop - Microsoft Internet Explorer
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Desktop Classic/Basic switch

hyperlink
Desktop classic  Advanced search My preferences  Help
& Search boxes with text
Limit by: My preferences  Fulsite  Type of materid  More® ‘Find’, which was
though to be more
Search limited to: My Selected Resources pOS|t|Ve than the fo rmer
) ) ‘Search.’
Note the ‘Start Over’ button.

This always returns you to to
this screen. Site view reminders tell you
whether you are searching a
selection of resources or at the

full site
i I
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7. The View bar

Advanced Se

at’s New ' Help ' Bookmarks/Notes ' Feedback = Logout i
S . B Aeckmarkblode

View tabs, e.g. ‘Browse’ and ‘Search’
lead to screens with different displays
and functions

8. The Toolbars

8.1 Top toolbar

“ {0y Start Over @ Print g Backirack  44Prev Section ) Mext Scfan % Clear Search % Bookmark/Mote

‘Backtrack’ takes you to the ‘Previous Section’ and ‘Next
information you looked at last Section’ take you to the next or
previous section of the text
you are reading, rather like
turning over a new page or
chapter in a book.

These icons are duplicated at
the bottom of the page for
ergonomic reasons

8.2 Bottom toolbar

< |

My Selected Resources o 4Prev Section b p Mext Section I




9. Hyperlinks on the ‘Start’ page

Three of the hyperlinks above the search box duplicate the tabs in the viewbar (for
ergonomic reasons.)

‘Advanced search’ leads ‘My preferences’ leads to
‘Desktop classic’ to the Advanced search the My preferences view
leads to the Browse view

view, which was

home page displayed Help view

formerly the way the / ‘Help’ leads to the

¥ Desktop classic Advanced search My preferences Help
[ | [iEingad

Search limited tg

Limit by: My Qrefergacez Eull 5i§i Type of miterial MDrF 0

The hyperlinks below the search box set limits to
select which resources are being searched, (e.g.
‘My preferences,” would limit any search by
preferences set by you.)

This hyperlink is therefore not the same as the
other ‘My preferences’ hyperlink, which sits just
above it (!)

The text after ‘Search limited to’ will
change as different search limits

are selected.

10. Opening a view from the ‘View bar’

Ll R NI /2L8

‘ Browse Dorument ¥ Results DocResults  Sear

To open a view, press the relevent tab e.g. the ‘Browse’ tab in the ‘View bar’




11. The Browse view

11.1 The two panes

The tag of the View in the Viewbar
has changed colour to show that the
‘Browse’ view is displayed

_ http:ffdesktop.loc.gov - Cataloger's Desktop - Microsoft Internet Explorern

What's New * Help * Bookmarks ~ Feedback ~ Logout
‘@ Frint  #g Backirack 4 Prev Section  p) Mext Section

i Advanced Search  Search Tips 8 Search Hiskory
4 = i < > N

oy Start Over % Clear Search Wy Bookmark

< ‘Etegnrie; gset | Sync TOC

WHELP with Cateqories or TOC

Dpen in ke Wincdow: A

Important News

S art & Architecturs Thesaur » Please visit www Joc.gov/cds/desktop for
¥ [ Autocat (University of Bu the latest product nesws,
¥ BC Geoeraphical Hames

If you have not already done so, subscribe
Bevond Bookmarks: Schemes . v

to the Desktop discussion list, Wisit

BIBCC Participants' Manu
E1 LI BIECO Participants’ Manu wewewy loC. Qo /cdsfdesktopfugroun. htrml,
% [catalosine and Internet 1

= Cataloging Calculator (Orem
Cataloging Internet Resource
% [catalosuer's Toolbox (Mex
OO cip Guidelines for Summs
& Classification web y
@ columbia Gazettser of Morth

Concise UNIMARC Classificat 2006, Issue 1, February 2006 DYy
(1 [ coMSER Documentation TSEM: 1551-2185
& [ consErline

The Library of Congress

S content standard for Dizital Cataloging Distribution Serwice 3
S [Jcutter-Sanborn Tables wrashington D.C. -

» [Npatabases & E-Fescurces a
O pescriptive Cataloging Me

@ 2006 by the Library of Congress except within the U528,
@ 2006 FAST Search and Transfer, Al rights reserved.

£

Fersonal Freference View {4 Prev Section b e Mext Section

& Internet

This part

is the This part of the display is
Table of called the ‘Document’ pane.

Contents’ It displays text.
pane. It
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list of
resources.




11.2 Types of resource

Categories | Reset | Sync TOC

Resources represented by a globe are
external sites: these resources will open in a
new window if you click on them.

9 All Movwie Gyt (all Media
9 All Musicgide (All Media G
(O] agefo-american Catalog

rchival Moving Image

rt & Architecture Thezaur
9 D Autocat (University of Bu
@ BC Geographical Hames Resources represented by a folder are

gﬂm integrated into Cataloger’s Desktop, and will
O [CJpIBCO Participants' Manu . . .

D O cotaloning and Intornct 1 open up in the Document pane if you click on
Caltaloging and INTernet 1

g Cataloging Calculator (Orem them .

g Cataloging Internet Resource
g D Cataloguer's Toolbox

I cie Guidelines LLTLTL:
9 Classificatio

9 Colurmbj azetteer of Morth
9 Co e UMIMARC Classificat
1[0 coMSER Documentation
@ [ consERline

9 Content Standard for Digital
9 D Cutter-Sanborn Tables
9 [Jpatabases & E-Resources a
[:I D Descn]gtlve Cataloglng I:

11.3 Selecting resources by clicking in their boxes
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Browse Document ¥ Results Doc/Results
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Categories | Reset | Sync TOC

ELP with Categories or TOC

Clicking in the box next to
¥ [ a4CE2 Rule Interpretations of Library and Ar integrated resources will

g ALA-LC Rormanization Tables select that( resource to be
, . . , searched (in this case,

g All Movie Guide (All Media Guide) AACR2.)

g All Music Guide (all Media G

? Armerican Antiquari ociety Catalog You can then enter a
search term, for instance,

gﬂmic 8 ) s
Law’ into the search box
| Anglo-American Cataloguing Bules and press ‘return’.)

ary and Archives Canada)




11.4 Results of a search

The results of the search now display in the
Doc/Results tab.

<3 http:#fdesktop. loc.gov - Cataloger's Des’ dop - Microsoft Internet Explorer [ E [‘>_<
h Histary

Al A ) K= = / W l Advanced Search  Search Tips & Searc] 5
T I ] i 3 = - i E2)

o1

[ r:z‘”.

O Start Ower @ Print  #g Backirack 4« Prev Hit  »w Mesxt Hit @ Clear Search ‘ Bookmar kMote

* Mome O Short %
Angho-American Cataloguing Rulss — Credits, Prefaces, and General Introduction — Committess

Canadian Association oj Libraries: Shih-Sheng Hu (1979-1983%; Dana A
Drrorale (1985-1987), Humayun Eashd 7—1929%; Lenore FEaplan (198%-)

Canadian Association of Music Lt g Gerald Parleer (1979-1982); Joan
Colguhoun (19831987, Alizon Hall (1287193 Vivien Taylor (1989-1%93); Liza
Emberson (1283-192€7, Brenda Muir (1996—2003); ie]l Paradis (2003

) fa 5 i

Canadian Associati £ inbine /1070 1000 Teawl

= 1. Elcommittees
: ELB. Series Area

Ferguson (1983-1392), Mad - Thg term you searched for is

Canadian Council af

Haworth (1990-1996); Mird  Nighlighted

. E".?. Hote Area (AR Stone (2002_ )
- [El12.1. Title and Statement of Responsibili RREE Canadian Cowncil af Library Schoals: Wichele Hudon (19%6-2001); Grant
- [Eha.. note area AACR2 Campbell (2001~

2
3
4
5
8. Ela.7. Hote area
7
5
g
o

Special Libraries Assaciation, Bastern Canada Chapter: Anne W Galler (1980-
1983); John Leide (1984—)

Special Libraries Assaciation, Torante Chapter: Mary-Lows Willams (1979-1982),
Pamela Stolsik (1983-1285), Linda Reid (1286—1988)

: Eﬁi.ﬁ. Multilevel Description
1. El1.4. General Rule

E21.4. Works for Which a Single Person or
Corporate Body is Responsible

UNITED KINGDOM

CILIF/BRITISH LIBRARY COMMITTEE ON A ACE2
Chair

Sally Struit (2004—

Susan Brown (19852003

Alan Teffreys (198019883

Geoffrey Hamilton (1574-1578)

18. - - 4 rt Atlinson (2002 Geoffrey Hamilton (1974197 2

% The list of returns is displayed in the \ _ _ — / >

- ane on the Ieft Note that |n thIS () W4 Frev Hit Doc | Mext Hit Doc o 4 Prev Section b hlext Section
a P T — ® inere

E example all are from AACR2

The document is displayed in the
document pane on the right.




12. Selecting a Resource in ‘Browse’

*Scroll down the resources: note
‘MARC Standards’ folder is closed.

+Click on the folder to open it.
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9 MEEG-7 Description Definition Language (DDL)
23 [ Music and Sound Recordines Online Manual
W usic Cataloging Resources at Yale (Yale University
) gACC Participants' Manual
WaL Agricultural Thesaurus (National Agricultural Library’
@ ational Libraries of the World (IFLAY
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P [JyLM Classification
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‘Once the folder is open it displays subfolders.

COMaRC 21 Format for Holdings Data
g M MARC =1 Specifications for Record Structure, Che
CO paRC Code List for Countries

1 MaARC code List for Geographic Areas
V| maRC Code List for Languagzes
I MARC Code List for Organizations
10 MARC Code List for Relators, Sources, Description
LI Medical Subject Headings (MLIM
g Metadata Encoding & Transmission Standard (METS)
g Metadata Object Description Schema
g D Moving Image Genre-Form Guide
S MPEG-7 Desoription Definition Language (DDL]

These subfolders may in turn contain

subfolders and documents. Hyperlinks within the

document, (particularly at
the beginning of

e : | documents and sections,)
e can be used for navigation

u £y Start Over @ Print @ Backtrack {4 Prev Section
MARC Standards — MARC 21 Format for Bibliographic Data

2 http://desktop. loc.g

Cateqories | Reset | Sync TOC

» L1brarg of Congress Online Catalog

O Litrar ofConzress Subject Headingg
9 [OLibrary of Congress Subject Headingh

1999 Edition
The \
9 Map Librarian's Toolbox (Westergfassociation of MapLal| ¢ | ntrod u Ct|o n ’ ritroduction
9 [ MaRC DiscussiorNist . List of All walid MARC Fields
‘S Omanc Standardsi hyperlmk Leader and Directory
CIOMARC 21 Formft for aughority Data “arable Control Fields
4 ‘A []MARC 21 Fornfat for fibliographic Data Yariable Data Fields

Control Subfields
Full Level Record Examples
Minimal Level Becord Examples
Multiscript Records
AIphabeTloal List of Ambiguous Headbhgs
fial Definite and Indefinite Articlg

You can navigate to the next Most Recent Update

. . World Wide Web Resources
section of this resource by
DDMARC =1 Formpt for Classil CI|Ck|ng here

CIOMARC 21 Formlt for Comm
(I CMARC 24 Formpt for Holds
9 DMARC =1 Zpedlfications for

1 [0maRC Code List for Countries

@ Done # Internet

™

cg Appendices
1 CJwrarld wide freb Resour

[F] Qpen in Meswy Window

——
-'." start -0 - Filespace [ 3l CatDeskforfda... | cat desk training T 2 Inkernet Ex. ..

.| & sert for ams7... (2 [ Q) 12:00
v
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13. The ‘Synch Toc’ hyperlink
If you click on the hyperlinks within the document the pane on the right will change, for
instance clicking on “Introduction” in the Marc standards document above brings about

this screen:

‘s Deskiop

desktop. loc.goy - Catalogs

rosoft Internet Explorer

Preferences = What's New ' Help

@0

LCEH Free-Floating Subdivisions
@ LibDex: The Library Index (Morthern Lights Internet S

LC Cataloging Mewsline

MARC Standards — MARC 21 Formet for Bibliographic Data — Introduction

olutior

@ OLibrarv and Information Science Resources
Library of Congress Authorities

9 [ Librarv of Congress Classification Outline

(23 [ Library of Conaress Classification Prefaces

(23 [ Library of Congress Cutter Table

(21O Library of Congress Filing Rules

9 Library of Congress Online Catalog

O Library of Congress Bule Interpretations

DO Library of Congress Subject Headings: Introduction
@0 Library of Congress Subject Headings Weekly Lists
gLucatur Flus (Hational Library of Medicine]

23 [0 Man catalogine Manual

@ [ MARC Discussion List
{3 [JMARC Standards
I MARC 21 Format for Authority Data
P S4[MARC 21 Format for Bibliographic Data
[IMA&RC 21 Format for Bibliographic Data
10 mtreduction
&[m]
[JLeader (MR}
I 23 pirectory (NRY

Bummary Staterment of Content Designators

SN

3 Map Libravian's Toolbo (Western Association of Map Librarie

[ Library of Congress Classification Geographic Cutters

e\l | ==
Bookmarks/Notes ~ Feedback Logout "J ) 8 1
u Qy Start Over @ Print  # Backirack  {4Prev Section ) Next Section @ Clear Search ¥, Bookms

Intraduction

e five MARC 21 communication formats, MARC 21 Farmat for Bibliagraphic
gt RO 21 Format for Authority Date, MART 21 Formai for Holdings

1w 7

Dt A

J Rormat for Classification Date, and MARCT 21 Formai for

Clowmmnily I
bibliographic, authonty®
readable form.

A MARC record is composed o
designation, and the data content of the rec
of the international standard Format for Inform

tion, are widely used standards for the representation and exc
dings, classification, and community mformation data in malg

e elements: the record structure, the content
The record structure i1s an implementation

Exchangs 130 2709) and its

American counterpart, Bibliographic Information i)
content designation codes and conventions establ:
characterize the data elements within a record and to
defined by each of the MARC formats. The content]
MARC record 15 usually defined by standards outsi
Intarnational Standard Bibliographic Descripiion
Cataiopuing Rules, Library of Congress Subject
rules, subject thesauri, and classification schedules w
record. The content of certain coded data elements i
the Leader, feld 007, feld 008},

The MARC 21 Farmat for Bibliographic Datal

The pane on the right has changed
because you clicked on the
“Introduction” hyperlink in MARC21
Format for Bibiliographic Data (see
above.)

Designation, defines the codes and conventions (tags,

£

indicators, subfield codes, and coded v
| ¥

Full Site: Viesw

o 4Prev Section p pp Next Saction

(] MaRC 21 Format £
} ‘al [ IMARC 21 Format
I MARC 21 Fgne
(1 D mtroduction
D |:| Summary State
(s [JLeader (MR
|:| |:| Directory (MNE]

Browse

Document

 Internet

7 3 Interne... -

B 7 &) 54

You can see from this enlargement that the table of
contents pane on the left has not changed and no
longer reflects the current document.

Cateqories | Reset | Sync TOC

To bring up a more appropriate table
of contents for this document, click on
“synch toc.” The Table of contents
will then change to synchronise with
the document pane.

:i Library of Congress Online Cata
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14. Categories

Ty

T

%
LT

The ‘Categories’ hyperlink is to be found
at the top of the table of contents in the
‘Browse’ view.

Document

Browse

Cateqories | Reset | Sync TOC

3 Library of Congress Online Cata

Results :

Browse Document

Hovering the cursor over ‘Categories’
Cateqollips | Reset | Sync TOC brings this dropdown menu.

- Type DHE’[WH':.-‘

Type of Material

Method of Distribution & Special Classes 1
iffial Tniversity of ML

les

Cataloging Education

Relsted lzsues e

1] IMARC Standards

ra

Results :

Browse Document

clicking, this new menu would display.
Categories | Reset | Sync TOC

If “Type of Activity’ (for instance,) was selected by

Tvpe of Activity
Descriptive Cataloging
IMame & Series Authorities
Subject Headings

Call Numbers

e | ] Anglo-American Cataloguing Rules
9 [ cataloguer's Toolbox {Memorial University o
‘g T.ikwrart AfMarmorese Anthoritiez

13



In this example the category
‘Subject headings’ was then
selected. The name of this
category is now displayed .

2 hitp:/fdeskiop. loc.pov - Catalop 's Desktop - Microsoft Internet Explorer

L —
Browse Rrsults  Doc/Results ~ Search p g AT 8- - .'
Cateqories | Reset | Sym FD[ oy Start Over @ Prirt 4 Backirack {4 Prev Section  pp MNext Section % Clear Search Y Bookmark/hote

Tvpe of Activity
Subject Headings

|*

9 ALA-LC Rornanization Tables \
W a1l Movie Guide (all Media Guide)

All Music Guide (411 Media Guide)
W armicus (Library and Archives Canads
9 Art & Architecture Thesaurus (Getty Institute Desktop bagic  Advanced search My preferences  Help
9 ArtLex Art Dictionary (Michael Delahunt) |

Authority Tools for Audiovisual and Music Cataflogers (Onlin,
Find
9 [ autocat {University of Buffala) IL]
WFrc Geographxcal Narnes Limit by: My preferences  Full site Type of material  More »
9 Canadian Literacy Thesaurus (Canadian Liters 5 H
@0 The list of selected resources on
Canadian Subject Headings (Library and Srikize |

9 [Jcataloging and Internet Terminalog M the Ieft has now been red uced

9 Cataloging Internet Resources: 4 Manual and PRactical Guide
9 [Ccataloguer's Tonlhoe (Memorial University of Mewfiundla:
9 Classification Web
9 Colurnbia Gazetteer of Morth Srmerica (Bartlebrleorm’)

(although it does not look very
different, note the scroll bar in the

e P————— middle has changed.) Resources

gmmsmne not relating to subject headings
[patabases & E-Resources at the Library of Coferess

gGalaxv Reference (Galaxwl have been eXCIUded )

Geographic Names Information Svstern (1.8, Glological Surs
9 G3ECnet Names Server (Mational Imagery and ?apping Agen 2005, Issue 4, owemDer 20T T T RO q W
9 Glossary of Film Terms {Joel Schlemovrits S

<
Arnerinan Theatre — _ _ 5 —
Type of Activity - Subject Headings {4Frev Hit Doc e Mext Hit Doc o of Prev Section Jp e Mest Section

&l

0 Inkternet

| dephelp@i.. | & 2Mozlla.. <~ /@ httpyidesk.. | o AMSSon'Ul. | = Using Catal.. | &Y Using Catal... B ° &) a0z

The Toolbar changes from displaying “Full site view” to displaying the search limitations now
enforced, for instance “Type of activity-.” This shows that all searches are now limited to
selected resources only.

£ |

Full Site ‘iesw \ {4 Prev Section p Jp Nest Section

.

- \ | &
Type of Activity - Descriptive Cataloging ) o 4 Prev Section [ Jp hext Section
/
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These are the lists of different categories:

‘a!‘ﬂ-“"' (Rt b | 3 "‘ r o— I
- NGRS B Do Doc/Resul
Browse Document ¥ Results Doc/Results = Search rowse cument esults
Cateqories | Reset | Sync TOC Cateqgories | RESEI:J-| Sync TOC
ype of Material Method of Distribution & Special Classes

IMonographic Fescurces

Continuing Fesources

Archival & Fare Materials

Manuscripts (including Manuseript Collections]
Canadian-Felated Eesources

'-'.‘l_r-“-ﬁ:_"-ﬂ' (RS b | ¥ Fi - Eatt |'Jj-i
x Nk

Browse Document ¥ Results
Browse Document ¥ Results Doc/Results = Seard

Cateqories | Reset | Sync TOC

Cateqgories | Reset | Sync TOC

Related Issues

Cataloging Education Community Information
Instruction for Library Science Students ﬂfgésgndhit's
Continuing Education ode Lists

, ; . MAERC Standards
Instruction for Library Technical Statf Motadats Resources

Instruction for Non-Catalogers Online Catalogs

15. Preferences
15.1 Setting preferences

Preferences are set in the
‘Preferences’ view

a2 hitp:/fdesktop. loc.gov - Cataloger’s Desktop - Micros. it Internet Explorer TO remove resources that yOU
R - seldom use, you can deselect
them by clicking ‘Clear all’.

Help

oStart Over @Print % Backirack 1) administer 20coMN

Next click the
boxes of the

Preferences
resources
you want to Default interface: & Simple Interface O Classic Interface
select.

’ Set View ] [ Exclude all Web-only resources ] ’ Select All [ Clear All ]

o copy cataloging Arabic materials (University of Morth Caroling st Chapel Hilly

If you want to select everything you can click on the
I anmovie cuice Necia cuice)| “‘Select All’ button and then remove (untick) any you
JAIIMuSiCGuide(AII i Guide) don’t Want.

Finally, Click on

‘Set view’ to save

your changes

Canada)
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15.2 Setting and removing limits to searches

3 http:/fdesktop.loc.pov - Cataloger’s Desktop - Microsoft Internet Explorer

W TE,

Doc/Results

Cateqories | Reset | Sync TOC

Callapse TOC
Uze Searchahle Resources

Hovering the cursor over the
‘Reset’ button brings up this
display. ‘Use Personal Prefs’ is
one of the options.

Uze LC Rezources

Uze Perzonal Prefs

fLibrarv and Archives Cang

Uze Full Site
L HOTAATIEATIon LaDles

9 All Mowie Guide (4]l Media Guide)
9 All Music Guide (All Media Guide)

Again, once limits, for instance ‘Use Personal Prefs’ is
clicked, the ‘site view reminder’ displays which limits are
in place.

v

Full Site Wiewns o 4Prev Hit Doc e Mest Hit Doc o o Prev Section e Mext Section I

hiy Selected Resu:uuru:es) 4 4 Prev Hit Coc b Mext Hit Doz o o Prev Section b o Mext Section |
| |

Once preferences have been selected in the ‘Preferences’ view, (see above,) they can
be used to limit the resources to be searched. These limits are set in the ‘Browse’ view,
from the dropdown menu that appears when the ‘Reset’ hyperlink is clicked.

Collapse TOC

Use mearchable Resource) Selecting ‘Use Full Site’ removes all limits:
Uze LC Rezources y searches will now search all available resources.

II=e Personal mei/

=g Full =ite
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15.3 Doing a simple search limited by Preferences

To do a search in the ‘Browse’
view, enter a search term, for

example ‘Swahili’, into either of
these find boxes.

_EBX

’ Print 4 Ba

Desktop basic  Advanced search My preferences Help

|Sweahili

The site reminder Limit by: My preferences  Full site Twpe of material  More =

here displays any
selected limits

l Search limited to: Type of Activity - Descriptive Cata@

Y TTRLEEE T e
When you want to start a new search

@ iZlear =earclig———— you can click on ‘Clear search’ and all

the details of the old search will clear.

16. The Document view
The document view can be used to better display a document which is already been
displayed in the document pane of the Doc/Results or Browse tabs.

u 0y Start Over @Print % Backirack  {¢Prev Section  pp Mext Section % Clear Search ‘ Bookmark.lNote
MARC Standards — MARC 21 Format for Bibliographic Data — MARC 21 Format for Bibliographic Data

[1 Cmen in bew Window

MARC 21 Format for Bibliographic Data

9 Internet Library for Librarians (InfoWorks e o
@ Introduction to Cataloging Electronic Intesy H 1999 Edition
To bring up the document
9 124D {3 (General International Standard 4 . -
9 1231 Cnline (1SS International Centre) (S VleW, CIle on the iieduEiian
¥ [lJoint Steering Cornmittes for Revision of| ¢ ’ e
% = Document’ tab List of All Valid MARC Fislds
Owe Cataloging Mewsline =
9 [CLibrary and Information Science Resour Leader and Directo

“Yarable Control Fields

9 Library of Congress Online Catalog ||
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In the ‘Document’ view, the

document pane takes up the
&l http://desktop. loc.gov - Cat fu" screen

Browse = Document
—_—
0 art Over "

: A, Backirack  g4Prev Section  pp Mest Section % Clear Search \ Bookmarkihote
MARNStandards — MARC 21 Format for Bibliographic Data — MARC 21 Format for Bibliographic Data

[ Open in Mew Window

MARC 21 Format for Bibliographic Data

To return to the ‘Browse’ 1999 Edition
view, click on the
‘Browse’ tab Introduction

List of All Walid MARC Fields

Leader and Directory
“ariable Control Fields

Yarigble Data Fields

17. The ‘Search’ view

17.1 The Advanced Search and Table of Contents panes in ‘Search’

& | http://desktop. loc.gov - Cataloger's Desktop - Microsoft Internet Explorer

BEd

SATAILO G E ADES : : i "
et L X / : — N 1 i r = N 1
| &FEK L Lk N . i = S {
Doc/Results { \ p Bookmarks/Notes ' Feedback Logout "4 N ° L
Categories | Reset | Sync TOC
Type of Material e
Text Advanced Search
9 Dﬁ uide to co =*ou can limit your search to some or all of the toolz in Cataloger's Desktop by checking the resources to be
P aacrzpule Interpretations of Library and Archives Can. searched in the Table of Cortents (TOC) frame on the left -
o [ &nglo-American Cataloguing Bulss = Enter search strings in the Search terms: box and no more than one additional search box,
Anglo-American Lataloguing Rules
(1[0 archival Maving Image Materials
Search
9 [ autocat (University of Buffalo} 4
(1 [JBIBCO Participants' Manual
[} [cartographic Materials Search terms: | Help |
9 [catala Cotnbing with one of the following
¥ [Ccataloging Service Bulletin General
[(Jcataloguer's Toolbox (Memorial University of Newfoundla Index: | Help 0
1O crp Guidelines for Summaries . Hel
(1 [J CcoMSER Documentation Chapter tle: | ﬂ
= Glossary term: | Help
The Table of contents pane Descriptive
a p pea rs on th e Ieft Bibliographic area: | Help
Rule title or number: | Help
It changes depending on which of e ot | Help
the boxes on the right you use.
Rule example: | Help
. . MARC formats
It lists the resources which are Category of MARC tag | e |
searchable for that query. P The advanced search pane displays on

the right

—_— - :
g Start #°10 - Filespace & Inbox For alm... ™ Cat desk trai... [€] Microscft Po... il CatDeskFara.

75 3 InternetE... -~ . B = ’(_‘,'ﬂ [V
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*Select the resources

9 []1sED (PIMO: International Standard Bibl

D [ Jnint Steering Committes for Revis that you want to search
Joint orteering L Ornind TEee 01 HEewision .

nin eer%n omrrf1 ee for Rewision by marklng the relevant
g [JLc cataloging Hewsline

@ [Library and Information Science Resou / boxes, (Or |.eave at the
_ default, which searches
all searchable

9 I Discuszion List resou rces.)
([ MaRC Standards

1 [ Music and Sound Recordings Online Ms
9 [online Resources for Serials Catalogers
9 [ Recursos de Catalosacicn en Espafiol

Note the Search Tips and
Search History hyperlink.

Bdvanced Searcl” Search Tips & Search Histary Clicking on this hyperlink
U brings up the box below.

e

17.2 The ‘Search Tips’ window

>

Boolean Search

“ou can search some or all of the toals in Cataloger's Desktop 'The SearCh t|pS and Search H|St0|"y
by making your selection in the frame on the left. . .
window reminders of Boolean search

Query terms Search history terms

| heayy

Search Tips

defintions
serial

Operator Example Result
N [onetwo It explains how to use the
A Findds documents with both 'one' and two'. T " .
wildcards" ? to replace a single
* !
o o it ether e’ oL character, or * to replace multiple
} me ar you .
P characters in a word.
Mot " Fincls documents i on't contain ‘him'.
not him
Phirase 4 :;Pe or Fi ocuments with the exact phrase to be or not'.
Single character YoM Finds documents with “woman', "women', etc., or ‘this', that', them',
wildcard e et
hultiple character d a*n Finds documents with ‘an’, ‘addition’, ‘assign’, etc., or "woaork', works',
weilchcard weark® “wearking', ete. B
o w
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—

The ‘Search history’ box at the

Search history bottom of the Search page alloyvs you
¥ / to repeat searches you did earlier
hesw

definitions
zerial
periodical

desk. training r@ Microsaf

17.3 An explanation of the advanced search boxes
‘Search terms’: enter a keyword or Boolean selection of your choice

General:

‘Index’-searches the indexes of resources

‘Chapter Title’ - (if you can remember the names of any,) for example
‘uniform’ for uniform title in AACR2 or Appendi* for AACR A.1 ‘initals and
acronyms’ [which displays, but is not search searchable, under the title
‘capitalization’]

Descriptive:

‘Bibliographic area’ — either title and statement of responsibility, edition,
publication, distribution etc, Physical description, series, note, or standard
number and terms of availability

‘Rule title or number’ e.g. ‘Supplementary items’ or 1.1B9 (does anyone
remember the number of rule 1.1B9 ever?)

‘Rule example’ e.g. ‘Mrs Humphrey Ward’

Subjects: Various subject catalogue searches. Does not seem to act as a
thesaurus.

Instruction sheet (if you can remember the number) e.g. H2230
Free-floating subdivisions e.g. ‘periodicals’

MARC Formats:
MARC tag- e.g. 260, 711 etc.

MARC codes: includes

Language e.g. ‘Gaelic’ or ‘Finnish’
Relators e.g. ‘editor’ ‘sculptor’ ‘binder

20



Citations [not as exciting as it sounds] the only resource searched is
‘Standard Citation Forms for Rare Book Cataloging’

Citation searches will find returns e.g. for ‘Wing,’” or ‘Sadleir’

Graphic Materials

Graphics materials terms search the Thesaurus for Graphic Materials
(actually a thesaurus for just about anything) e.g. ‘comic* ‘black eyes’

18. Results of a search: the ‘Doc/Results’ view
The results of a search display automatically in the ‘Doc/Results’ view.

1- 4ot 4resutts

I . . Section

wiorks Around Hits: © Mone © Short

=1 EB&S Index term uncontrolled (R} 9=

2 Eﬁﬂ Index Term-Uncontrolled (R}
3 Eﬁﬂ Index Term Uncontrolled (R}
4. Esﬂ Index Term—Uncontrolled (R}

MARC Bibliographic
MARC Comimunity
MM

A list of documents containing
your search term appears in the
pane on the left

Browse

0 Start Over @ Print 4 Backirack o 4 Prev Hi B Next Hit ?q Clear Search ‘ BookmarkMote:

COMSER Documentation — CONSER Editing Guide — Section E. MARC 21 Format for Serialz as Applied Within CONSER

— Wariable Data Fields — 64X Subject Access Fields — 653 Index term uncontrolied (R)

First indicator—T evel of index t&g
Mo wformation provided
Mo level specified

Primary

LR E=a

Second indicator
# TIndefined

Results DocResults = Search Pr

1 -4 of 4 results

- . Section

Words Around Hits:

=1 E|353 Index term uncontrolled (B}
2. E|353 Index Term-Uncontrolled (R}
3. Eﬁﬁ:ﬁ Index Term Uncontrolled (B

CEG

o

ne T Shol

MARC Bibliographic
MARC Community

Secondary

653 Index term-uncontrolled (R)

The first document on the list displays
in the document pane, with the term
you searched for, (in this example
‘653’) highlighted.

1 -4 of 4 results

I . . Section

-1 EBS!{ Index term uncontrolled (R}

Index: Term — Ungg
bcomim_2808,

b

trolled (R) 653 653 Index Term — Uncontrolled (R)

i

T 1L aen

4. EBSS Index Term—Uncor

The radial button at the top dictates whether the results
are displayed within a ‘Short’ context or none at all.
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19. Results of a search: the ‘Results’ View

In the ‘Results’ view the results of a search are displayed across the whole screen

1-4o0f 4results

ﬂ'ﬂﬁn\ VEWF PLIGHET = . 2
Results Search  Preferences ~ What's New " Help

0 Start Crver @ Pri Backirack

- 1 EBS:{ Index term uncontrolled (B}
. Inde: term—uncontrolled (R) 653 BS3 Index term — uncontrolled (R) CEG_BE32. .

2 EBSZ{ Index Term-Uncontrolled (R}
..Index Term-Uncontrolled (R) 653 653 Index Term-Uncontrolled (R) Makhikl_10465. .

S Eﬁﬁ Index Term Uncontrolled (R}

..Index Term — Uncontrolled (R) 653 653 Index Term — Uncontrolled (R) Macomm_2808. ..

4. EBS:{ Index Term—Uncontrolled (R}

.. Inde:x Term—Uncontrolled (R) 653 B53 Index Term—Uncontrolled (R kaim_2511 ..

20. Icons

Various icons display in the top toolbar:

Browse

Document

" Search

I
- Y

wiords &round Hits: O Mone ™ Short

MARC Bibliographic

hARC Community

RACIM

Preferences %atsﬂew rHeI

0 tart Chver @ Print 4 Backirack  qqPrev Section  pp Mext Section % Clear Search \ BookmarkMote

0 Start Owver

Refreshes both panes

t@ Print

Prints

1- Backirack

Returns display to the last screen(s) viewed

{4 Preyv Section e Mext Section

Returns display to the Section before
(similar to turning a page)

@ Clear Search

Clears results from the Table of Contents
frame

‘ Bookmark

Adds bookmark for document being viewed
to your list of Bookmarks (see below)
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21. Printing

- TThy BT o " R
Browse DPozumoet ¥ Results  DocResults  Search  Preferences ™ What's New * Hel
0 e Backirack  {4Prev Section  pp Next Section % Clear Search ‘ BookmarkMote

*In appropriate views the Print
toolbar button is displayed. This
prints the whole section of the
document on display in the
document pane.

As in Word, text can also be selected by highlighting, and this selection can be printed.

22. Bookmarks and notes

22.1 Creating notes and bookmarks
With the document open which you want to bookmark, click on this icon.

Note that in the ‘Browse’ o i -
view the bookmark tag : - = = ‘ -
: sNP.. He " Bookmarks/Now:  Feedback = Logout
displays on the toolbar. P e
ttent Desiorwe
3 htp://desktop. k Catal Desktop - M ft | Expl /
- ttp: esktop. loc.gov - Cataloger's Desktop - Microsoft Internet Exploren
mm— - /
/
Browse ' Document Results Do:.‘ResuIts Sear; /

Cateqories | Reset | Sync TOC u 2y Start Over @ Print 4 Backtrack 44 Prev Section ) Mext Section '% Clear SM’\ ElookmarkJNme‘
L BLARL IMSCUSSON LiST MARC Standarcs — MARC 21 Format for Bibliographic Data — MARC 21 Format for Bibliographic D
‘A MARC Standards
DI MARC 21 Format for Authority Data Cpen in Mew Windog

» A [ MARC 21 Format for Bibliographic Data - - -
[ C1MARC 21 Forsmat fr biblicsraphic Dats MARC 21 Format for Bibliographic Data
OO mtroduction 1999 Edition
FArme - Coe— o .

The document which you want to
bookmark has been opened.

To bookmark it, click on the Bookmark
icon above
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To add a bookmark or note:
» Select the radio button next to "Bookmark” or "Mote”

Cataloger's Desktop has supplied.

2} http:#fdesktop. loc.gov - Add a Bookmark or Note - Microsoft Inter

This window will appear.

e Choose the bookmark / note title in the box below the radio buttons. Skip this step if you are happy with the title that

¢ [fyou are adding a note, insert it in the box below the bookmark/note title. Skip this step if you are not inserting a note.
+ Select where you would like the bookmark or note to be inserted. To do this, scroll through the bottom pane of this popup
window and single mouse click on the spot where the bookmark should be inserted.

e Click the Ok button at the bottom of this paoe

Create a: * Bookmark © Mote [Select ong)

If you want to create a note,
click in the radio button.
The default setting is

Create under: ™ Group ¢ Personal

Bookmark title (Edit Jf you wouwld ke a different titls)

‘bookmark’/

|MARC Bibliographic — MARC 21 Format for Biblingraphic Data

Copy note to clipboard ‘

% Cancel |

The section title will appear here. You can
overtype to change it to one which you will
recognise easier.

MARC 21 Format for Bibliographic Data
1999 Edition

[rtroduction
List of All Valid MARC Fields

Leader and Directory

Yariable Control Fields

Yariable Data Fields

Control Subfields

Full Level Becord Examples

Minirnal Level Becord Examples

[ R

[

@Ll Done

—
?l" start [ 4 0~ Filespace [ @ realPlayer: R,

s LIICK INE LUK, DUTION &1 [Ne DoTig IS pane
Create a: ¢ Bookmark @ Note [Select ong

Create under: ™ Group O Personal

Note title [Edit f you would like g differant title)

[ & cat deskbrain...

ﬂ Internet

| il CatDeskforad... [ [€] Microsoft Paw. ..

If you click on the radio button
‘Note’ the window changes.

There is now a box where you can
add notes. In this example a note

MARC Bibliographic — MARC 21 Format for Bibliographic Data

Insert your note here

“The first section of MARC 21
Bibliographic Data” has been
added.

The first section of MARC 21 EBEibliographic Data|
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22.2 Viewing bookmarks

Bookmarks/Notes view

- Microsoft Internet Expl

MARC Standards — MARC 21 Format for Bikliographic Data — MARC 21 Format for Ellbllngraphlc Data

ions

g: Introduction Bookmarks/Notes
s Weeldy Lists

ne)

" Bookmarks T Notes ™ Botk ™ Grogg

r Bibliotheken (Die De

a Cooperativo de Aut AR Bibliographic — WMARC 21 Far
for Bibliographic Dats

iation of Map Librari

To go to the bookmarked
document, click on the
hyperlink here

Bookmarks and notes are retrieved in the

The first section of MARC21 for |
Bibliographic Data Delete Rename

EIBR

—=

The note appears here

This facility is useful if there are parts of resources which one uses often, for instance
relator or country codes, or a list of all MARC fields. You can then find your favourite
parts of documents quickly.

23. The ‘What’'s New’ view

brarie

rach

What's Meww — Thiz iz lzzue 2 of the 2006 subscription yvear.

-?B-.u.cllk-r-n.:-ar-ks.!ﬁotes' Feedbacl( Loout 3

p

g Backirack g Prev Section ) Mext Section ql\ Clear Search ‘ Bookma

[7 Open
| This is Issue 2 of the 2006 subscription year.

This issue includes changes to the following cataloging tools:

Descriptive Cataloging Manual
Update February 24, 2006

Library of Congress Rule Interpretations
2006 Update 1

MARC Code List for L anguages

The ‘What’'s New’ view keeps you
up to date with recent
developments.

The developers suggest it is
checked once a quarter.

Update February 23, 2006

MARC Code Lists for Relators, Sources, Description Conventions
Updates January 10, 2006; March 10, 2006

Subject Cataloging Manual: Shelflisting

Subject Cataloging Manual: Subject Headings
2006 Update 1

Flease direct technical cataloging and MARC format questions to the following:

Cataloging: Library of Congress
Chief, Cataloging Policy and Support Office
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24. Miscellaneous notes about some resources

e External resources searched by Cataloger’'s Desktop include Autocat
discussion list, which one must join in order to read.

e Like Autocat, the Libraries of Congress Subject heading resource is available
free to anyone over the web, but Cataloger’s Desktop provides handy links to
these resources.

e Itis a good idea to join the Catalog Desktop discussion list, which sends out
messages when there are any problems or new developments.

e One should be aware of the Graphics Thesaurus, where cataloguing terms
are clearly defined. Many incorporated hyperlinks lead to this resource.

25. Benefits of using a web-based resource

e The resource searches many sources of cataloguing information quickly
e Online material can be organised and searchable in a variety of ways at once

e Hypertext links make it easy to move from relevant sections of one publication
to another

e Allows you to customize your files to suit your needs and create a personal
file of notes and bookmarks.

e Copy-and-paste capability is available to create your own documents
e Doesn’'t go out-of-date and good value for money
e Usable from several PC’s at once (unlike a book)

26. Where to find more help

Quick tips are available at:
http://www.loc.gov/cds/desktop/web-fags.html#Quick Tips

We hope you have found this training document useful, good luck in your future
cataloguing.
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